	Job Title
	Administrator 

	Organisation
	Lanarkshire Links 

	Hours
	28 hours over 4 x 7 hour (exclusive of half hour lunch break)

	Salary
	£25,468 Pro-rata £19,016

	Location
	On site post – Rooms 3.5 & 3.6
Dalziel Building 7 Scott Street, Motherwell ML1 1PN

	Reporting to
	Operational – Lanarkshire Links Manager
And to Lanarkshire Links Management Committee (Trustees)
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Administrator – Job Description Reviewed November 2023
Lanarkshire Links is a peer led charity and exists to promote the welfare and advance the education of people affected by mental health issues across Lanarkshire.  We strive to ensure our members have opportunities for engagement and participation in the planning and delivery of mental health and social care services in Lanarkshire. Our community groups promote mental health recovery and provide social inclusion.

Also based within the charity is the Stigma Free Lanarkshire Project supporting and encouraging local action towards recovery and reducing stigma and discrimination.

We employ four peer workers who work within the acute adult inpatient wards in Lanarkshire and a Development Officer who supports engagement with young adults in South Lanarkshire.

You will be joining a highly motived small staff team of 12, you will work closely with the charity’s manager. 

We provide – 
· A supportive workplace.
· Annual leave - five weeks annual leave and ten public holidays for full time staff – pro rata for part time staff.
· Auto-enrolment onto NEST Workplace Pension Scheme – Current contribution 5% employee – 3% employer
· Free parking at the office base

Orientation
Your first few weeks will include orientation to our organisation. You will be shown the health and safety procedures in the office, meet your colleagues and have time to make yourself familiar with our systems. In your post you will report to and work closely with the organisations manager.

Job purpose
The administrator provides a vital role in the day-to-day work of the charity and communications with the membership, trustees, and staff team.  

Key Responsibilities
· Actively support service users and carers to participate in Lanarkshire Links and partnership agencies committees / events.
· Engage with people with the lived experience in a non-judgemental and recovery focused way.
· Be aware of boundaries in all the relationships established in carrying out this work.
· To work collaboratively and positively with the wider staff team, partnership agencies, service users and carers, a wide range of stakeholders and organisations

Personal Development 
· Participate in monthly supervision, to ensure you are supported to carry out your role, ask questions and discuss any issues that arise.
· Demonstrate commitment to all training and other development opportunities that would allow progress within current role, as well as allow personal development.

Day-to-day
· Ensure good time management for day-to-day workload and timed absences as no other administrator cover is available.
· As first point of contact for all incoming telephone calls, maintain and develop the reputation of the charity.
· Printing & scanning documents
· Ability to be flexible in approach to work.
· Keeping the membership database up to date and accurate in line with Data Protection Policy.
· To complete any other duties and responsibilities when required, which are commensurate to this role.
Financial
· Responsible for the maintenance of petty cash reserve, online ordering, and collection from the charity’s bank
· Process payment of petty cash payments, maintain records of expenditure ensuring submission of receipts.
· Issuing petty cash float and overseeing receipts submitted by Development Manager
· Carries out weekly petty cash reconciliation.
· Processing of supplier payments.
· Raises invoices for funding when required.
· Works with the charity’s accountant 
· Operates systems for ordering supplies and paying suppliers within budget. Including stock control stationery and postage stamps 




Events
· Assist Manager in the organisation of quarterly members meetings, focus groups, Management Committee meetings and ad hoc meetings.
· Minute taking 
· Responsible for organisation of meetings including scheduling, venue bookings, timing of mail shots to membership, recording and production of minutes, transport, and catering within budget.
· Attend external working groups, operational meetings and events when requested by the manager.

Organisational Policies & Procedures
· Maintain organisational systems in accordance with GDPR.
· To implement security measures to protect against unauthorised access to, alteration or disclosure of information held on the computer.
· To comply with all of Lanarkshire Links’ policies and procedures and promote good practice particularly around confidentiality, health and safety, sustainability and inclusion and diversity.
Personnel
· Maintains staff records on Excelincluding annual leave, training and sickness absence ensuring confidentiality is maintained.

Health & Safety
· The post holder is responsible for the daily oversight of health & safety in the office environment, ensuring staff compliance.
· Completion of the annual inspection of office environments.
· Arrangement of annual PAT testing of electrical equipment.
· Annual workstation DSE Risk Assessment
Knowledge, skills, and experience

	Qualifications & Training
	

	Competencies
	· Well-developed and effective interpersonal and communication skills
· Competent in the use of Microsoft Suite 
· Effective time management and organisation skills 
· Ability to prioritise workload and meet deadlines
· Ability to deal diplomatically and comfortably with diverse partners
· Highly professional and reliable with a calm approach to work
· A team player with a ‘can do’ attitude 



	Knowledge
	· SG English
· SG Arithmetic
· SG Secretarial Studies
· Typing speed 60 WPM 
· Or equivalent previous appropriate work experience 

	Other
	· The post is subject to a Criminal Record Check through Disclosure Scotland PVG Scheme.
· Satisfactory references
· SALUS Occupational Health check
· Current driving license and access to a car on a daily basis desirable
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